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Chapter One
Introduction to Project

Chamisal Vineyards is a smaller scale winery in Edna Valley, San Luis
Obispo County, on the central coast of California. This company is in need of a
new training manual that’s main focus is preparing harvest interns for their
job as quickly as possible. Up until now, Chamisal’s assistant winemaker has
been in charge of training interns. His training included the use of smaller,
less organized, inefficient packets of information about the winery. The goal
is to compose a new, all-in-one, training guide for interns to take with them
after their initial training week so they can overview any information that
may have been unclear. This manual is also meant to ensure the legal safety
of Chamisal Vineyards. Overall, the system of training interns needs updating.

Statement of the Problem
The problem that needs addressing is Chamisal Vineyard’s lack a
beneficial training manual for harvest interns. The interns have an immense
amount of training to get through during their initial training week. It can be
somewhat difficult to retain the information when it comes time to put it into
use. Not having an employee manual can sometimes cause interns to do the
wrong thing in tight situations, which occur often in wine cellars. These
mistakes could possibly cause the company to loose gallons upon gallons of
wine, which leads to exponential amounts of profit loss being blamed on
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seasonal interns. These problems and situations that arise could have been
avoided had the interns been trained more effectively.

Importance of the Project
The importance of proper training for cellar workers is. With Chamisal
Vineyards increasing production exponentially every year,, and with them
having so few college educated employees, they are in need of an affective
training tool. Chamisal’s assistant winemaker and winemaker have very busy
lives and have little time to focus on training employees. Therefore, writing a
manual for seasonal workers is the last thing on their minds. They should be
able to focus their energy on producing exquisite, fine wine instead of having
to worry about reeducating their employees on things they have already been
trained on during their first week of work.

Purpose(s) of the Project
The purpose of this project is to enhance and ensure the safety, proper
education, and learning experience of all seasonal interns at Chamisal
Vineyards. The overall goal of an internship is, after all, for the educational
experience of the student. The manual would help ensure that the interns
learn and can go back and review anything they want to remember if they
were to take another position in a winery again after graduation. Many
interns at Chamisal are Cal Poly students and although they physically work
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for their internship credits, they should be getting the optimal mental
learning experience as well.

Objectives of the Project
The objectives of this manual are to make life easier for Chamisal
Vineyards’ winemaker and assistant wine maker when it comes to educating
the interns each year on cellar procedures. The current assistant wine maker,
Mike Bruzus is currently the person heading this task.

Summary
This manual will require much work and research. In the end it will be
well worth the effort and be a beneficial senior project to Chamisal Vineyards.
The future interns will have a valuable tool for them to refer back to instead
of having to take attention away from management. In addition, it will help
ensure the safety of the company as well as the interns themselves.
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Chapter Two
Review of Literature

An employee-training manual is an essential part of any business. It is
particularly important, however, for businesses dealing with high risk and
low experience interns. Such a manual should include safety training, legal
issues, and any other information needed to properly prepare employees for
the job. It is important to remember, training employees is not a one time
occurrence. It is important to follow up on training throughout employment.

Writing an Employee Training Manual
The AgSafe program is designed to help human resource departments
take proper documentation of work related accidents, covers proper ways to
update a company’s employee manual, promotes proper follow up on training
on a weekly basis, and discusses how to better communicate safety from
lowest to highest employee rank. “Agsafe is a network of farmers, producers
and processors helping other farmers, producers and processors keep the
dedicated men and women of the Ag industry safe and healthy” (agsafe.org).
The purpose of the organization is to cut down on accidents in the
agricultural industry through educating both employee and employer on how
to effectively remain safety conscious on the job every day. Most large
agricultural companies have what is referred to as an “IPP” or “Injury and
Illness Prevention Program” that is written up by their human resources
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department. According to AgSafe, this IPP should be up dated and improved
upon on a regular basis (at least once per year). AgSafe standards were kept
in mind when writing the manual for Chamisal. The training manua will be
written similarly to an Injury and Illness Prevention Plan.

Parts of a Training Manual
In order to compose a training manual it is important to first figure out
the necessary components of a successful training document. According to
Fox Rothschild LLP, a “law firm built to serve business leaders”, some of the
top things to include in an employee handbook are:
1. Policies- be sure they are pertinent to the state and county
regulations; updating policies on a yearly basis is very important
to the legality of the document and safety of the company
2. Disclaimers
3. Code of Conduct
a. Dress code
b. Absentee Policy, Tardy Policy
c. Drug & Alcohol Policy
4. Discrimination and Anti-Harassment Policies and Reporting
Mechanisms; be certain interns know regulations and specifics
5. Computer/Internet/Device Usage Policies: 2012 harvest interns
were not taught a policy on use of cellular phones on the job.
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Another article titled “Employee Handbooks: 7 Tips to Getting Yours
Done” by JD Supra. In this article, posed these key points to writing a
manual:
1. “Don’t create specific expectations in the minds of employees by
making promises you may not be able to keep”
2. Include Equal Employment Opportunity & Anti-Harassment
Policies
3. Include Family and Medical Leave Act Information
4. Include a Social Media Policy: this is one policy to put into the
hand book as it is more recent to today’s age
5. Require Receipt and Acknowledgement: Putting a signature
space for our assistant wine maker as well as myself, and the
interns to ensure they have read the handbook and understand it
is an essential part of the manual
6. “Having an employee handbook also may get offer legal
protection if an employee later files an employment claim
against the business…”
These two articles, as well as the AgSafe seminar have presented a
through understanding of what needs to go into an employee manual. With
this research, as well as input from Chamisal management, a properly
composed handbook is obtainable.

OSHA Regulations
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Forklift Operator Regulations
“As an employer it is your responsibility to train and authorize
your employees to operate your equipment, as required by Cal
OSHA Title 8, Section 3664, Federal OSHA 1910.178 and ANSI
B56.9” (Greylift).
Forklift accidents are an extremely common occurrence

in the

agriculture industry. It is essential to train all new employees
thoroughly on proper operation of this useful but possibly dangerous
piece of equipment. If proper training is not conducted, the company
could be at serious legal risk if a serious accident were to occur.
According to CAL OSHA, “The standard requires operator training and
licensing as well as periodic evaluations of operator performance”
(Greylift). This means checking up on interns and other employees in
addition to the initial

forklift certification class.

Most company’s

forklift training programs range from $100-$300 per company training
session depending on the number of employees partaking in the
program. Companies such as Honda, Caterpillar, Greylift and other
forklift manufacturers commonly have training programs available
upon purchase of a forklift.
In addition to training employees how to safely operate a
forklift, there are also additional posters, pamphlets, DVDs, etc. to
ensure the company has done everything it can to avoid an accident.
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This helps keep the company out of lawsuits and legal problems in
addition to maintaining a safe working environment.

Basic Equipment Safety
In addition to forklifts, there are many other powerful pieces of
equipment present in the cellar during harvest time. Some of these
potentially dangerous machines include: centrifugal pumps, scissor
lifts, grape processing equipment (de-stemmer), grape presses, steam
generators, and pressure washers.
Interns will also be required to learn safety around

ladders,

caution when walking on slippery floors and catwalks, wearing proper
safety equipment, and wearing proper safety clothing to avoid
accidents on the job.

Chemical Safety and Confined Spaces
Chamisal requires all employees to use extreme caution when digging
out tanks and presses of partially fermented grapes because of the potentially
unsafe amount of carbon dioxide that can be produced from such a process.
CAL OSHA states under §1926.21 Safety training and education:
“All employees required to enter into confined or enclosed spaces
shall be instructed as to the nature of the hazards involved, the
necessary precautions to be taken, and in the use of protective and
emergency equipment required. The employer shall comply with any
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specific regulations that apply to work in dangerous or potentially
dangerous areas.” (CAL OSHA)
To reinforce this legal matter, Chamisal Vineyards requires that
employees fill out a confined spaces release form every time any employee
enters a confined space, which usually occurs multiple times a week.

Cleaning Chemicals Commonly Used in the Wine Industry
Cleanskin
Cleanskin is a cleaning agent used in the wine industry for
sanitation and to remove tartrate buildup after primary fermentation.
“A work-safe CIP alkaline detergent powder used in
solution with hot or cold water on wine contact stainless steel
and associated surfaces to clean and remove wine tartar, colour,
protein and most organic soil in one process. Also used for
multi-purpose cleaning.
Cleanskin is a cream-white, free-flowing, homogeneous
blend of particulate solids of mid-range pH sodium carbonate,
peroxy-carbonate,

proprietary

alkyl-magnesium

surfactant,

chelating, water conditioning, and anticorrosion materials.
Cleanskin removes wine tartar, wine-colour film, protein and
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organic soil and is a multipurpose cleaner of winery stainless
steel and associated surfaces whilst in aqueous solution.”
(EnolTech)

Sulfur Citric
Sulfur Citric is often used for cleaning bungs when topping off
barrels as well as cleaning the outside of oak barrels and stainless steel
fermentation tanks. Employees should wear rubber gloves as well as
safety glasses when mixing and applying any sulfur citric solution.
“The acid content of a Sulphur-Citric sanitising solution
also serves to neutralise surfaces previously cleaned with caustic
solution… An effective sanitising solution can be made by
dissolving 17 grams of PMB (3 level teaspoons) in 1 litre of
water. This is best made by dissolving the measured dose of PMB
powder in 500 millilitres of warm water, and then add cool
water to make 1 litre of sanitising solution. To make SulphurCitric solution add 17 g (3 teaspoons) of Citric Acid to the PMB
solution” (Eltham & District Winemakers Guild)

Ozone
Ozone is the most commonly used cleaning solution in the Chamisal
winery. It is the most efficient way of sanitizing stainless steel, barrels,
processing equipment, hoses for transporting wine, clamps, valves,
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pumps, as well as other equipment. Ozone is used so widely in wine
production because of it’s short half life, after being applied, it
sanitizes quickly, then after about 20 minutes it turns to water and is
completely food safe.
“In the natural world, ozone (O3) is created when oxygen
molecules are subjected to ultraviolet (UV) rays from the sun or
by an electric charge from lightning. Some oxygen (O2)
molecules are split into single oxygen atoms, which then
combine with other O2 molecules to form ozone…Ozone reacts
very quickly. It is 100-times stronger than chlorine but has a
relatively short half-life” (Water Purification)

Summary
The training manual will include training tools presented on the CAL
OSHA website as well as those already written by past management
employees. The remaining essential information will be added to ensure all
subjects are thoroughly covered in this quick reference manual.
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CHAPTER 3
Materials and Methods

Materials for this manual included past training materials used, a
computer and word processing program, and information from various
different sources on training employees. The methods for this document
started with initial research on wine cellar regulations followed by input and
approval of the cellar management team. Meeting with cellar management
consisted of meeting with the winemaker, assistant winemaker, and cellar
master, all of whom had input on the composition of the manual.

Meeting With Management
Meeting with the wine cellar management team at Chamisal Vineyards
was the first and most important step of writing this manual. If the manual
were not written in a way that the management could effectively use it, then
the manual would serve little purpose. Through face to face meetings as well
as email conversations the proper information was agreed upon and the
content desired for the manual was confirmed. Meetings with the assistant
winemaker were most helpful and productive as this position is generally
responsible for training new employees.

The assistant winemaker was

helpful and provided ample amounts of insight as to what was expected of the
manual.
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Collecting Past Intern Training Materials
Past training data was then collected from the assistant winemaker.
These documents include the Chamisal Vineyards Operations Manual as well
as sheets on safe These are essential to training interns for day to day tasks
as well as to keep the cellar a safe place for students to work. Often times the
employee can be entirely responsible for causing an accident and the law
suite ends up coming after the company. All of the papers in the handbook are
to be signed upon finishing being read to ensure the safety of Chamisal
Vineyards. More specific diagrams on how to set up pumpovers, transferring
wine from tank to tank, and setting up processing equipment will also be
added. These diagrams should be included because the most often mistakes
made by interns are made when setting up equipment and visual aids may
reinforce the learning process.

Manual Details
The Intern Manual for Chamisal Vineyards will be edited

to look

professional. When a student takes on an internship at Chamisal they will
get the experience of a full time job. There will be very few pictures (only
those essential to training), the text and layout will be clear and concise. The
font will be size 12 in Calibri font. The manual will be sectioned out with
easy to reference titles. The titles are an important factor to the handbook
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because it is meant to be, a quick reference for the interns. A table of contents
will also be included in the handbook for even more efficient information
lookup. The actual printing of hardcopies of the manual will remain up to the
management position responsible for training the harvest interns.

Composing the Manual
After collecting all of the necessary data necessary to the manual, the
next step was to compose and format the manual itself. This task required
meeting with the assistant winemaker and receiving his approval of its layout
and format. Much of the content was written within the last year, but some
of the information was taken from various past training documents written
by the assistant winemaker.

Manual Outline
The following is the outline for the training manual. The outline was
designed with efficiency of reference in mind. The titles are organized to
ensure the reader can find the information they are looking for quickly and
easily.
Title Page
I. Introduction to Chamisal Vineyards
II. Work orders
a. Work order vocabulary
III. General pump use
a. Selecting and Operating Different Pumps
b. General Pump Notes and Reminders
IV. Selecting and setting up a tank
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a. Cleaning Tanks and Fittings
b. Thermostat Use
V. Gas Use
a. Gassing Tanks
VI. Wine movement
a. Tank to Tank
b. Tank to Barrel
c. Barrel to Tank
VII. Daily Harvest Season Tasks
a. Pumpovers
b. Wine Additions
c. Cleaning Barrels
d. Topping Barrels
e. Moving and Stacking Barrels
f. Red Grape Processing
g. White Grape Processing
h. Digging Out Tanks and Presses
VIII. Cellar safety
a. Personal Protection Equipment
b. Proper Cellar Attire
c. Scissor Lift Safety
d. Forklift Safety
e. Alcohol Consumption
f. Lockout-Tagout
g. Pressure Washer Safety
h. Ozone Safety
i. Steam Generator Safety
j. Ladder Safety
k. Confined Spaces
IX. Organization
a. Stainless Steel Fittings
b. Cleanliness

Summary
Meeting with the management, collecting data from past years, and
organizing the layout of the manual were all major parts of composing the
training manual. If any of these procedures were to have been absent in the
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process of writing the manual, it would not have become a reality. Using the
management’s expectations and suggestions was an essential part of
composing the manual and ensured that it be a proper fit for the company’s
needs.
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Chapter Four
Results and Discussion

The result of this project is the Harvest Intern Training Manual itself.
This chapter of the project includes a finished copy of the manual itself as
well as additional information explaining the manual’s layout and format.

The Harvest Intern Training Manual
The following is a copy of the actual Intern Training Manual:
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Discussion
The manual just presented should be updated yearly with input from
the winemaker or assistant winemaker. It will be used as much or as little as
the training instructor wishes. However, it is advised that each intern receive
a hard copy previous to beginning full time cellar work.
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Chapter Five
Summary, Recommendations, and Conclusions

Summary
The completed manual will be used as a training aid for Chamisal
Vineyards 2013 Interns as well as interns in years to follow. The manual will
be updated as needed with the growth and improvement of the Chamisal
Vineyards wine cellar. It will be a key resource for interns to better
understand their job in cellar setting during harvest time.

Recommendations
It is recommended that the manual be kept up to speed with the cellar
and all of its improvements throughout the years to come. Upkeep of this
manual should be performed by the assistant winemaker or winemaker. If
either winemaker or assistant winemaker are unable to do so, they may hand
this duty to the cellar master or another qualified cellar employee.
The manual should be used as a training tool and should not take place
of initial training conducted in the first week of employment. A printed copy
should go to every intern or new cellar employee at time of initial training.
The manual is a valuable training tool and should be used as such.
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Conclusion
The management team, winemaker, assistant winemaker, and cellar
master, stated their approval of the training manual. It has been a pleasure
working with the assistant winemaker and acquiring new skills and
knowledge throughout the process of writing the training manual. It is a
pleasant feeling knowing that this senior project will benefit a local, San Luis
Obispo, business. Hopefully this manual will continue to be edited with the
advancement of cellar technology and administered to future harvest interns
in years to come.
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